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Reports Icon 

Reports – Billing Summary 

 
Contents of 

section 
The tasks in the Reports – Billing Summary section include: 

 How to view a Billing Summary report 

 
Steps to view a 

Billing 

Summary 

report 

The steps to view a Billing Summary report include:  

 

Step Action 

1 From the Home (DASHBOARD) page click the Reports icon. 

 

  
 

Result: The REPORTS screen is displayed. 

 

 
 

2 From the left menu of the REPORTS screen, click Billing 

Summary. This is your detailed listing of charges for a bill 

cycle. 

  
 

Result: The Reports screen with Billing Summary section is 

displayed on the next page. 
 

Continued on next page 
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Reports – Billing Summary, Continued 

 
Steps to view a 

Billing 

Summary 

report 

(continued) 

 

Step Action 

3 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click the Billing Period drop-down list and select the billing 

period date you would like the report generated for. You have 

the option to can enter a Login, click the Show Only Totals and 

Order By Logins check mark boxes, select With or Without 

TRANSACTION MEMO to have additional information added 

to the report. You can select an Output Format (PDF Document, 

Html Page, Excel Spreadsheet, or CSV File).  

 

 

 
 

4 In the lower right corner, click Generate. 

 

 
 

Result: The File Download window is displayed on the next 

page. 

  

Continued on next page 
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Reports – Billing Summary, Continued 

 
Steps to view a 

Billing 

Summary 

report 

(continued) 

 

Step Action 

5 Click Open. You can click Save if you would like to save a copy 

to your desktop or another location.  

 

 
 

 
Sample Billing 

Summary 

report 

Result: The Billing Summary report is displayed below. 
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Reports – Single Paper Invoice 

 
Contents of 

section 
The tasks in the Reports – Single Paper Invoice section include: 

 How to view a Single Paper Invoice report 

 
Steps to view a 

Single Paper 

Invoice report 

The steps to view a Single Paper Invoice report include:  

 

Step Action 

1 From the Home (DASHBOARD) page click the Reports icon. 

 

  
 

Result: The REPORTS screen is displayed. 

 

 
 

2 From the left menu of the REPORTS screen, click Single 

Paper Invoice. This is your invoice for the bill cycle provided. 

 

  
 

Result: The Reports screen with Single Paper Invoice section is 

displayed on the next page. 
 

Continued on next page 
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Reports – Single Paper Invoice, Continued 

 
Steps to view a 

Single Paper 

Invoice report 

(continued) 

 

Step Action 

3 Click the Billing Period drop-down list and select the billing 

period date you would like the report generated for. You have 

the option to can enter an Invoice ID. You can select an Output 

Format (PDF Document, Html Page, Excel Spreadsheet, or CSV 

File).  

 
 

4 In the lower right corner, click Generate. 

 
 

5 Result: The File Download window is displayed. Click Open. 

You can click Save if you would like to save a copy to your 

desktop or another location.  

 
  

Continued on next page 
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Reports – Single Paper Invoice, Continued 

 
Sample Single 

Paper Invoice 
Result: The Single Paper Invoice report is displayed below. 
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Customers Icon 

General Information 

 
Contents of 

Section 
The tasks in the General Information section include: 

 How to modify General Information (customer, address, and 

phone information) 

 
Steps to modify 

General 

Information 

The steps to modify your General Information (such as Customer 

Information, Address Information, and Phone Information sections) include: 

 

Step Action 

1 The Home (DASHBOARD) page is displayed after you log on. 

Click Customers icon. 

 

 
 

Result: Your CUSTOMER SUMMARY screen is displayed. 

 
 

2 From the left menu of the CUSTOMER SUMMARY screen, 

click General Information if it is not already displayed. 

 

  
 

Continued on next page  
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General Information, Continued 

 
Steps to modify 

General 

Information 

(continued) 

 

Step Action 

3 From the CUSTOMER SUMMARY screen in the right corner, 

click Modify Customer to make desired edits. 

 

 
 

Result: Your MODIFY CUSTOMER screen is displayed. 

 

 
 

4 From the MODIFY CUSTOMER screen, update/change the 

content in your Customer Information, Address Information, 

or Phone Information sections as needed. 

5 Click Submit. You can click Back if you did not want to make 

any changes. 

 

 
 

Result: Your CUSTOMER SUMMARY screen is displayed 

again with the changes that you may have made. 
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Billing Information 

 
Contents of 

section 
The tasks in the Billing Information section include: 

 How to modify Billing Information 

 
Steps to modify 

Billing 

Information 

The steps to modify Billing Information include: 

 

Step Action 

1 The Home (DASHBOARD) page is displayed after you log on. 

Click Customers icon. 

 

 
 

Result: Your CUSTOMER SUMMARY screen is displayed. 

 
 

2 From the left menu of the CUSTOMER SUMMARY screen, 

click Billing Information. 

 

  
 

Result: Your BILLING INFORMATION screen is displayed.  

 

 
 

Continued on next page 
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Billing Information, Continued 

 
Steps to modify 

Billing 

Information 

(continued) 

 

Step Action 

3 From your BILLING INFORMATION screen under Billing 

Information section in the right corner, click Modify Billing.  

 

 
 

4 From your MODIFY BILLING INFORMATION screen, 

update or change information in the Credit Card Option, ACH 

Option, Online Invoice Option, or Mailed Invoice Option 

sections.  

 

 
 

5 Click Submit. You can click Back if you did not want to make 

any changes. 

 

 
 

Result: The BILLING INFORMATION screen is displayed 

again with the changes you made. 
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Users 

 
Contents of 

section 
The tasks in the Users section include: 

 How to modify Users 

 How to add single users 

 How to add multiple users 

 How to change user status (active/inactive) 

 
Steps to modify 

Users 
The steps to modify Users include: 

 

Step Action 

1 The Home (DASHBOARD) page is displayed after you log on. 

Click Customers icon. 

 

 
 

Result: Your CUSTOMER SUMMARY screen is displayed. 

 
 

2 From the left menu of the CUSTOMER SUMMARY screen, 

click Users. 

 

  
 

  

Continued on next page  
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Users, Continued 

 
Steps to modify 

Users 

(continued) 

 

Step Action 

2 Result: Your USERS screen is displayed.  

 

 
 

3 Under Users section in the Login field, click the login link to 

modify your user.  

 

In this example you would click reubank.  

 

 
 

Result: The Modify User screen is displayed. 

 

 
 

4 Under Update User section, you can click Generate to get a 

new password or update any of your information available. You 

can also update your Address and Phone Information sections. 

 

Note: You can change a user to Customer Admin if you click the 

Login Type drop-down arrow and select Customer Admin. 

 

The Update User section screenshot is available on the next 

page.  
 

Continued on next page  
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Users, Continued 

 
Steps to modify 

Users 

(continued) 

 

Step Action 

4 

 
 

5 Click Submit. You can click Back if you did not want to make 

any changes. 

 
 

Result: The USERS screen is displayed 

 

 
 

Continued on next page 
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Users, Continued 

 
Steps to add a 

single user 
The steps to add single Users include: 

 

Step Action 

1 The Home (DASHBOARD) page is displayed after you log on. 

Click Customers icon. 

 

 
 

Result: Your CUSTOMER SUMMARY screen is displayed. 

 
2 From the left menu of the CUSTOMER SUMMARY screen, 

click Users. 

  
3 Click Add User to add a new user. 

 

 
4 

 

 

 

 

 

 

Complete the information in the Add User section. 

1. In the Login: field, enter a username or login. 

2. In the Password: field, click Generate to have a 

password auto generated. 

3. In the First Name: and Last Name: fields, enter the 

customer’s name. 

4. In the Email: field, enter the customers e-mail address. 

5. In the Login Type: field User is the default.  

6. In the Status: field Active is the default or select a status. 
 

Continued on next page 
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Users, Continued 

 
Steps to add a 

single user 

(continued) 

 

Step Action 

4 The screenshot of the Add Users section.  

 

Note: You can change a user to Customer Admin if you click the 

Login Type drop-down arrow and select Customer Admin. 

 

 
 

Note: Complete the Address and Phone Information sections 

with your information.  

5 Click Submit.  

 

 
 

Result: The USERS screen is diplayed. 

 

 
 

 

Continued on next page  
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Users, Continued 

 
Steps to add 

multiple users 
The steps to add multiple Users include: 

 

Step Action 

1 The Home (DASHBOARD) page is displayed after you log on. 

Click Customers icon. 

 

 
 

Result: Your CUSTOMER SUMMARY screen is displayed. 

 
 

2 From the left menu of the CUSTOMER SUMMARY screen, 

click Users. 

  
 

3 Click Add Multiple to add more than one user. 

 

 
 

  

Continued on next page 
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Users, Continued 

 
Steps to add 

multiple users 

(continued) 

 

Step Action 

4 Complete the information in the Add Multiple Users sections. 

1. Enter your Login Prefix: (Ex: Team) 

2. Enter your Suffix Start With: (Ex: 01) 

3. Enter your Suffix End: (Ex: 05) 

4. Click Add Multiple. 

 

 
 

5 Enter the First Name, Last Name and Email for each of your 

users.  

 

 
 

6 Click Submit.  

 

 
 

 

Continued on next page  
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Users, Continued 

 
Steps to add 

multiple users 

(continued) 

 

Step Action 

7 Result: The MULTIPLE USERS PRINT screen is displayed. 

 

 
 

Click Back. You can click Print to print a copy of your user 

names with their passwords. 

 

 
 

Result: The USERS screen is displayed. 

 

 
 

 

Continued on next page 
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Users, Continued 

 
Steps to change 

Users status 
The steps to change Users status (active/inactive) include: 

 

Step Action 

1 The Home (DASHBOARD) page is displayed after you log on. 

Click Customers icon. 

 
 

Result: Your CUSTOMER SUMMARY screen is displayed. 

 
2 From the left menu of the CUSTOMER SUMMARY screen, 

click Users. 

  
3 Under Status field, click Active link to make the user inactive or 

click Inactive link to make the user active again.   

 
 

Note: An auto note is generated indicating the status was 

changed to Inactive and the date is displayed 
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Pay Online by Customer Admin 

 
Contents of 

section 
The tasks in the Pay Online for Customer Admin section include: 

 How to make a payment online as a customer admin 

 
Steps for 

Customer 

Admin to make 

a payment 

online 

The steps for Customer Admin to make a payment online (Pay Online) 

include:  

 

Step Action 

1 The Home (DASHBOARD) page is displayed after you log on. 

Click Customers icon. 

 
 

Result: The CUSTOMER SUMMARY screen is displayed. 

 
2 From the left menu of the CUSTOMER SUMMARY screen, 

click Pay Online. 

  
 

 

Result: The DUES screen is displayed. 

 
 

Continued on next page 
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Pay Online by Customer Admin, Continued 

 
Steps for 

Customer 

Admin to make 

a payment 

online 

(continued) 

 

Step Action 

3 In your Customer Unpaid Invoices section under Billing Cycle 

field, click the check mark box for the invoice and the amount 

you would like to pay. 

 

 
 

Note: If you check and uncheck the check mark boxes the 

amount(s) in the Pay this Amount field will change. 

 

 
 

4 Click Pay Now.  

 

 
 

Result: The BILLING INFORMATION screen is displayed. 

 
  

Continued on next page 
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Pay Online by Customer Admin, Continued 

 
Steps for 

Customer 

Admin to make 

a payment 

online 

(continued) 

 

Step Action 

5 Determine if you are using a credit card or ACH (Checking) to 

make the payment.  

 

If Credit Card option: 

1. Click Credit Card Option radio button. 

2. In the Credit Card field, enter your credit card number. 

3. In the Card Expiration Date field, enter your credit card 

expiration date using the correct format provided. 

4. From the Card Type field, select your card type from the 

drop-down list options (AmEx, Checking, Discover, 

Ledger Master Card, Savings, or Visa). 

 

 
 

 

If ACH (Checking) option: 

1. Click ACH Option radio button. 

2. From Routing Number and Account Number fields, 

enter your routing and account numbers that are on the 

check. 

3. From the Account Type field, select an account type 

form the drop-down list options (Checking, General 

Ledger, Loan, or Savings). 

4. From the Customer Type field, select a customer type 

from the drop-down list options (Business or Consumer). 

5. In the Bank Name field, enter the name of the bank for 

the check. 

 

The ACH option screenshot is on the next page. 

  

Continued on next page 
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Pay Online by Customer Admin, Continued 

 
Steps for 

Customer 

Admin to make 

a payment 

online 

(continued) 

 

Step Action 

5 The ACH  (Checking) option (continued) 

 

 
 

Note: Under the Payment Amount section, the Total Due 

Amount and Payment Amount are displayed at the top of the 

screen. 

  

 

 
Steps for 

Customer 

Admin to make 

a payment 

online 

(continued) 

Step Action 

6 Under the Billing Address section, verify or change the 

customer’s billing address. 

 

 
 

 

Continued on next page 

 

 



NIC Proprietary and Confidential 
 

The electronic file of this document on the NIC Intranet site is the controlled document. The document is “uncontrolled” if printed.  The user is 
responsible to verify that a printed version is the current version before using. 

  

CDB Version: 1.12 and Document Version: 1.3  Launch Date: October 15, 2010 
25 

 

 

Pay Online by Customer Admin, Continued 

 
Steps for 

Customer 

Admin to make 

a payment 

online 

(continued) 

 

Step Action 

7 Click Finish. 

 

 
 

Result: The PAYMENT DETAIL screen is displayed with the 

payments you just made. 

 

Note: You can click Email Receipt to receive an e-mail that 

appears on the Billing screen or you can click View Receive to 

review the receipt.  
 

 

 

 

 

 


